
                           

 

 

 

 

 

  

 

 

 
PRINCIPAL DUTIES AND RESPONSIBILITIES: Serves as the focal point, local authority and expert source for information for all administrative 
functions of the unit. These functions include correspondence and messages; records documentation management; printing and duplication; 
publication and forms management; reference library; special orders; receipt, storage and control of classified documents; on the job 
training programs for both technicians and unit military personnel; and Personnel Concepts III (PCIII) program. The PCIII work includes 
security clearances, personnel data control, force management, officer performance reports, training requirements, awards and decorations; 
inspecting administrative files, publications and procedures in other functional areas; managing the preparation, publication, distribution 
and tracking of civilian and military travel orders; annual training, special training, and other orders, to include special authorizations and 
reconciles the orders process with the workday accounting program to ensure validation of orders requirements; performing and directing 
the preparation, distribution and accounting of all schedules, directives, maintenance orders, procedures, passports and summaries; and 
monitoring a correspondence and reports suspense system. Develops procedures that affect administrative management and program 
development within the unit. Identifies and researches a wide variety of administrative problems to determine the best solution when there 
is not one absolutely correct or appropriate solution and recommends course of action to be followed. The wide variety of work performed 
by the incumbent is subject to different sets of rules and regulations. The incumbent exercises judgment in selecting or adapting guidelines 
to difficult situations where existing guidelines do not apply directly to the problem at hand. Recommendations require evaluative 
judgment, relate to a full variety of administrative functions impacting the organization and have a substantial impact on program direction. 
Exercises skill in recognizing the dimensions of the problems and in expressing ideas in writing.  As Work Group Administrator provides 
technical support and troubleshooting for daily network operations including identifying issues and resolving problems, and documenting 
the problem history and solution. Records trends and problems for resolution by the incumbent or other network specialist. Explains 
complex network concepts to nontechnical personnel in non-technical language. Installs and configures application software to run on 
stand-alone computers or networked systems for networked “commercial off the shelf” (COTS) software, government owned systems, and 
client/server networked operation systems (data set/file maintenance, established end-user client software). Maintains automated 
configuration control files and registers software to the installation. Installs and maintains microcomputers, attached printers and peripheral 
equipment whether attached to microcomputers, workstations, minicomputers or local and wide area networks. Performs maintenance, 
trouble shooting, installation, operation, and testing of microcomputer based systems. Gives briefings to new personnel on computer 
operations and performs demonstrations as required. Works with the end user to explain characteristics of appropriate office automation 
tools and provides guidance in their application. Brings problems that cannot be resolved at the incumbents level to the attention of a 
specialist.  Performs other duties as assigned. 

 

QUALIFICATIONS:  Must meet the physical qualifications outlined in AFI 48-123, as appropriate.  Must comply with the military duty eligibility 

requirements IAW  ANGI 36-101.  Knowledge is mandatory of:   planning and coordinating the complete life-cycle of organizational data and 

information assets, including enterprise information management, technologies, information security, and knowledge operations. 
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Human Resources Assistant (Military) 
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NORTH CAROLINA AIR NATIONAL GUARD 

AGR VACANCY ANNOUNCEMENT 

 



NOTE:  Military Grade Inversion:  The military structure is preeminent over the full-time structure and military grade inversion within the 

full-time work force is not permitted.  The military grade of the supervisor must equal or exceed the military grade of personnel supervised. 

       Member must remain in the position to which initially assigned for a minimum of 24 months. 

Application Packages must include the following: 

(1)  NGB Form 34-1 (dated 11 Nov 2013)    

(2)  A copy of your current (last 12 months) “passing”  Physical Training Assessment Sheet.  Must have a passing PT Assessment before        

starting tour. 

(3)  vMPF RIP.  Must be no more than 60 days old.  Data Verification Brief (DVB) briefs or RIPs generated directly from MILPDS will not be 

accepted. All information to qualify you for an AGR Tour must be present within your RIP. If there is a system limitation causing your record 

to be incorrect, you must include the official supporting source document with your package. Pen/ink corrections on RIP could disqualify 

package 

(4)  ASVAB Scores and PULHES:    AF Form 422 (Obtain from 145 MDG).   Must comply with ASVAB and PULHES criteria as listed in AFECD. 

  Individuals selected for AGR tours must meet the Preventative Health Assessment (PHA)/physical qualifications outlined in AFI 48-123, 
Medical Examination and Standards. They must also be current in all Individual Medical Readiness (IMR) requirements to include 
immunizations. RCPHA/PHA and dental must be conducted not more than 12 months prior to entry on AGR duty and an HIV test must be 
completed not more than six months prior to the start date of the AGR tour. Individuals transferring from Title 10 (Regular Air Force or 
Reserve Component Title 10 Statutory Tour) are not required to have a new physical unless the previous physical is over 12 months old at 
time of entry into AGR status. 
 
Individuals on a DD Form 469, Duty Limiting Condition Report at the time of AGR physical package evaluation will not be deemed medically 
qualified. Individuals may apply for AGR tours as long as meet the aforementioned requirement and subsequently are medically cleared off 
any DLC/medical profile prior to starting a new AGR tour. An initial AGR order will not be published prior to ensuring the selected applicant is 
off any duty limitations before starting their AGR tour. 
 

 Airmen determined physically qualified for continued military service IAW AFI 48-123, Medical Examinations and Standards, by the State Air 

Surgeon (or designated representative) or Military Entrance Processing Station (MEPS) may enter on AGR duty immediately. 

(5)  Dental Classification:    1 or 2      (Obtain current SF 603A  from 145 MDG) 

(6)  Must have adjudicated Security Clearance before starting tour. 

(7)  Submit as one attachment. 
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PLEASE READ DISCLAIMER:  Do not submit other documents unless specifically asked for in the announcement. 

 You, the applicant, are responsible for the completion and turn-in of your application, all contents, and attachments.  Incomplete 

applications will be considered “Not Qualified” because of lack of information. HRO is not responsible for incomplete packets.  Applications 

and associated documents will not be returned nor considered for future vacancy announcements.  Do not submit original documents 

EMAIL APPLICATIONS TO:  145fss.fulltimejobapplications@ang.af.mil   Applications must be received not later than 1600 hours (EST) on the 

closing date of the announcement. Applications received after the closing date/time will not be accepted.  Applications must not be mailed 

using government-supplied envelopes or postage.  

 

E NORTH CAROLINA NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER 
 

Eligible applicants will be considered without regard to race, sex, religion, national origin, or political affiliation. 
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